9 WAYS TO 
CLEAN DATA 
IN EXCEL 
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#1 TRIM 
FUNCTION 


USING TRIM FUNCTION YOU CAN REMOVE LEADING & 
TRAILING SPACES IN CELLS HAVING TEXT VALUE. 
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# 2 REMOVE 
DUPLICATES 


USING EXCEL FEATURE REMOVE DUPLICATES UNDER DATA 
TAB YOU CAN SELECT RANGE OF CELLS CONTAINING DATA 
& REMOVE ALL THE DUPLICATE ROWS. 
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#3 TEXT ТО 
COLUMNS 


USING TEXT TO COLUMNS FEATURE UNDER DATA TAB YOU 
CAN SEPARATE MESSY DATA HAVING DIFFERENT TYPES OF 
INFORMATION COMBINED IN SINGLE CELL TO SEPARATE 
CELLS. 

Data Review View Developer 
|- 
Filter ы 


+. Advanced 
ort & Filter 


Data Tools 


A B С 


pol” me 
су? саке output1 joutput2 
му ( сме! гр.сот |johnMaxwell |хасогр.сот 


#4 FILTER 
BLANK CELLS 


USING FILTER ON COLUMNS YOU CAN FILTER BLANK CELLS & 
RUN OPERATIONS ON THEM OR GET RID OF ROWS 
CONTAINING BLANK CELLS 
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#5 CLEAN 
FUNCTION 


USING CLEAN FUNCTION YOU CAN GET RID OF NON 
PRINTABLE CHARACTERS 
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#6 LEFT RIGHT 
MID FUNCTIONS 


LEFT RIGHT & MID FUNCTIONS HELP IN TRIMMING CERTAIN 
PARTS OF A TEXT GETTING RID OF REDUNTANT 
INFORMATION OR PARTS OF DATA UNRELATED TO BUSINESS 
PROBLEM AT HAND. 
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#7 СОТО 
SPECIAL 


GO TO SPECIAL CAN ВЕ ACCESSED BY SELECTING CELLS AND 
PRESSING 25. IT HAS AN OPTION ТО GO TO EMPTY CELLS. 
THIS COULD BE USED TO FILL IN VALUES LIKE О OR JUST FOR 
DATA EXPLORATION. 
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#8 ОРРЕК 
LOWER PROPER 
FUNCTIONS 


USING THESE FUNCTIONS YOU CAN CONVERT TEXT 
VALUES IN CELLS TO DESIRED CASE 


#9 TRANSPOSE 


USING TRANSPOSE FUNCTION YOU CAN SWITCH OR ROTATE 
CELLS TO GET DATA IN HORZONTAL OR VERTICAL FORMAT. 
UNLIKE OTHER FUNCTIONS THIS REQUIRES A DIFFERENT 
APPROACH. 
1. SELECT RANGE OF EMPTY CELLS AS PER REQUIRED 
FORMAT. 
2. GO TO FORMULA BAR. TYPE RANGE CONTAINING DATA 
NEEDS TO BE CONVERTED. 
3. PRESS CTRL+SHIFT+ENTER. 
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